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DOCUMENT NAME:  Printing - GSA 
 
                                  DAFIS DOCUMENT TYPE:  37 
 
 
1. Description:  GSA Requisition for Reproduction Services is used to request printing, 

graphics, and audiovisual work from GSA. 
 
2. Primary Forms:  GSA-50,  Requisition for Reproduction Services 
 
3. Related Forms:  None. 
 
4. Document Number:  Standard Number - unit assigned. 
 
 SAMPLE:  3794904FAB001 
 
  Document     FY    Procurement  FY Contract                Program   Document 
       Type        Funded       Site          Originated    Region   Element    Sequence   Suffix 
 
          37              94            90                  4                F            AB             001 
 
5. Accounting Line:  If multiple accounting lines are used, a different suffix is required 

for each accounting line. 
 
 SAMPLE:  2/F/401/136/30/0/AB/12345/2409     
 
6. FINCEN Critical Processing Requirements:  Issuing units must ensure that the 

following information is included on each GSA Form 50 submitted to FINCEN: 
  

a. Full Requisition Number in block 1. 
 
b. The Shop Job number must appear in the Shop Job No. block and must be legible. 
 
c. The Billing Office Address Code (BOAC) must appear in block 10, followed by 

ALC 69-02-5102.  (BOAC may be obtained from GSA) 
 
d. The appropriate Treasury Symbol followed by a full line of accounting must appear 

in block 9.  (See Appendix B for Treasury Symbol for the appropriation cited in the 
line of accounting.) 

 
7. Other Information:  None. 
 
8. LUFS Information: 
 

a. Standard generic input is made through the Record Spending module. 
 

b. Obligation will transmit electronically via LUFS. 
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8. c. A copy of the GSA Form 50 should be mailed to FINCEN and should have the 

statement on the face of the document: 
 

"OBLIGATION TRANSMITTED ELECTRONICALLY VIA LUFS" 
 

d. This document should have the public/government indicator set to "G". 
 
9. Document Flow: 
 

 
Figure: 12F-3 Printing - GSA  

 
a. Figure 12F-3 describes the procedures for processing the Printing - GSA form. 

 
b. The target unit prepares a GSA Form 50, Requisition for Reproduction Service 

describing the service required. 
 

c. One copy of the request is given to GSA, one copy is retained in the unit files, and 
one copy is mailed to the FINCEN.  The copy mailed to the FINCEN must contain 
the Job Shop No. entered by GSA. 

 
d. The FINCEN receives an OPAC bill from GSA.  Individual charges are spread to 

the unit. 
 
10. Sample Form:  See Figure 12F-4. 

 



                                                                                                                       Change 1     01/95 

 
SECTION F                                                                                              PAGE 12F-9 
 
 
11. PES Report:  
 
                                             TRANS      BATCH         COST        OBJ                           UNDELIVERED       ACCRUED 
          DOCUMENT ID          CODE      NUMBER     CENTER    CLASS    COMMIT           ORDERS             EXPEND       EXPEND 
 
          3794904FAB001000     051       94025FHAA    12345         2409          0.00                  31.25                   0.00                 0.00 
 
          3794904FAB001000     136F     94055F111     12345         2409          0.00                   31.25-                  0.00               31.25 
 
12. References:  COMDTINST M5600.6, Policy and Procedures: Printing, Duplicating,  
                                                                      Copying. 
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Figure 12F-4 GSA-50, Requisition for Reproduction Services 


